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, ' OFFICE OF THE SECRE
APPLICATION FOR RECORDS RETENTION SCHEDULE DEPARTMENT OF ARCHIVES AND ISTORY

. RECORDS MANAGEMENT DIVISION
INSTRUCTIONS: See Publication No. 76—RM—1 for instructions on completing this form. Forward signed original to
Departmant of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334,
Attention: Scheduling Section,

FOR AGENCY USE 1. Agency Address o FOR RECOROS MANAGEMENT USE
Application Date Dept. of Administrative Services Application Number
‘ Piscal Services Divisiom -
.3/30/76 Treasury and Cash Management Section ’7tk ICO‘%
Application Number 116 Mitchell Street Room 445 ~ | Date Received Date Compteted
Atlanta, Georgia 30303 MAY 211976 | Mgy 28 1976
2. Person to Contact Working Title Telephone Number
Naucy Ragan Accountant IT 656-2168

3. Action Requested
a. [ Estabusn Retention Schedule; record will continue to accumutate.
b. CI Dispase of present accumu!atlon no further accumulation antac:pated

c. O Amend Apptication No. Check One: [ Change; {1 Supercede; O3 Void
4. Dates of Series 5. Records Series Title [folfowed by title used in office; if different)
Earfiest Latest
FY'72 |to date Interest File
6. Division and Office Function What is the function of the Division and the Office in which this record series is created?

FISCAL DIVISION - Administers Self-Insurance of State Property and Liability,
Workmen's Compensation for State employees, Treagury and Cash Management of
State Funds, and accounting and payroll systems design through Fiscal Services.
TREASURY AND CASH MANAGEMENT SECTION - Receipts, disburses to agencies and in-
vests State General Fund and Revenue Sharing monies. Federal Funds receipted
and disbursed include Letter of Credit, Department of Transportation reimburse-
ment, National Flood Control Fund and National Forest Reserve Fund, Receipt
and disburse varicus Trust Funds, Provide accounting services and records for
Superior Court appropriation, primarily payroll, attendent retirement systems
and travel. Insure eligibility of municipalities for and disburse Grants to
Municipalities and Counties.

7. Record Series Description This file contains the following documents finclude form numbers and titles, if any):
Attach samples of the file.
Documents relating to: Recording of state funds and interest earned at each bank.
Included are: Journal sheets which show Interest earned on Certificates of
Deposit.

File is arranged: Alphabetiéally by geographical location of bank,
8. Monthly Reference Rate How often are records referred to which are: one time daily

One to six months old ___82M€ - Seyen to twelve months old _%2™2 . Thirteen to twenty-four months oid ___° :

: Toidar U
twe[ltv-flve monthsandoider __—~ 7

9. Annual Rate of Accumulation of Records | : B
Letter-sizedrawars . ;legal-sizedrawers __________;Shelves____ ~__ :Other (specify) 2 books

-~
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ves | NO | 10. Questionnaire  (Place an X" in the proper column)
a. s this the official copy of the senes?
1X If not, where is it?
X b. Does the series contain confidential information requiring security handling? If yes, cite law or regulation.
X | c Isthis a vital record?
X | d. Does this series have historical or long term research value’
X &, When one or two documents in the file make it necessary to keep the entire file for a long period, could these
1 documents be scheduled separately? '
X s me_miqgmﬂmmm_&ﬂgy_mm.__ﬁaj_@ copy,
X g. Is the information contained in this series ever analyzed and/or recorded in 2 summarized report?
If ves, attach cooy,  AUDIT REPORT -
: h. Is there a duplication of this series in your office, or in another office or agency?
X if ves, where?
A i Is this series for amajer portion of it regularly microfilmed?
X i, Doés the recard series result in a computer printout?
11. Retention Requirements The following requires the series to be kept:
a. State Law years. ) d. Audit pericd ’ years,
b, Statute of limitation e years. e. Administrative need 4 years.
¢, Fedearal law years., . . ¥, Federal ratention instructions years.
Attach copy or excert of laws or regulations. Explain administrative need. a:-7 - = ar R Qv 'y

Refere,(nce only for verifications.

I T e A + 7 b A § ) .2:—' e '3‘_ . T
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12, Apprqyag Disbo:itibﬁ \lrigt;uc_ﬁ_ops Thls agency | recommnds that the f:le series be cut off at the end of each

. L _ :- - L_,] Calendar Year; ll"Fsm! Year g Other o - - then,
s - S s e
ﬂ Hold in the current flles area month(s) ._l__ vear{s) then R S S
O Transfer to Iocalholqu area; ho!d________vear(s} then - =z e @z 7T
& Transfer to State Records Center; hold __:L__.__year(s} then _}; =~.-,.=f;_ - T
B Destroy. . ar . T Y I o SLF B T
O Transfer to State Ard'iwes for permanent retention. R N i e DT
O Other (Specify)
. { mps dp Do dm ER- T e -
tr o ome o < am he h i ac e A TTuTE fopaE

Thesz instructions apply to all prior and future accumulations of the series.

| Agency Head/Designee (Signature) __Date Records Management Officer (Signature) Date
b =N T acalon ’_%u,m o7 ML@WZ/ 5//4/7&
e A
K ST R State Records Committee (Stgnaturef Date

Recommendations in para-

graph 12 are approvad. State Auditﬁr/Designee N\, k}« -~ .
{If disapproved, attach letter \\“ PR\ (§ S Sl
of explanation.) L Secretarv%mesignee /ﬂMm M ' 7%2%

- g r4
Attorney General/Designee mﬂ% o 4 oo 7f
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